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Chapter 1
Business Communication B53ZkR
(1) Building Relationship ¥ %

PART

i¥f# 365 EH®9 g

BReILI#riEEI?

A: Manager Wang is not in right now. May I take a message?
EELBIAEAE, RATUBRESEG?

B: Yes. Could you please ask him to call me? I'm at the Beijing Hotel, Room No.514.
4, EHEEMITHEIESR, 9?2 RELTRE 514 55
@ Mr. Chen is out at the moment. Would you like to leave a message?
Bt ET. BEHIEG?
® Mr. Chen is away from his desk. Can I take a message?
FRAEEPNENAZE. BEHFG?
© Would you tell her to give Mr. Zhang a call when she gets back? She has
my number.
wEKE, VREEARES FikeTk e ET N E1E? ARG EESH.
® Could you inform him that I can be reached at school?
ERE MR AR R AN IR S b, 17 2
* Would you ask her to call Manager Liu at 521-27607 ?
IR XIS ERAT AN AR, 1508 ? HiSRSR 521-2760.

HIMERTE

A: May I speak to Miss Chen? & ] LAFRFR/NH 151G 2

B: She is not in right now. She went to the gym with her friends.
WIMAEAE, WA REREHT .
® She is out for lunch right now. M ERFEAMHIZFAR T .
© When is a good time to catch him? f4 I i 0] LA$R 2 4th 2
* I'm not sure when he'll be back. FA 18 Ath (T i 2 [515k .

BILAKAE IS ?
A: Who? I can't hear you well. Would you talk a little higher?
WR—AL 2 I AATERE, ATLAKA LY 2



Building Relationship ESIF&K‘ o

B: Oh, I'm sorry. I am calling from a pay phone and it's noisy out here.
I'll call you back from my room in two minutes.
K, RETHAHBEE, XERWT. REFEE, BIeEETER.
e Could you speak louder, please? YREE K75 s 15 ?
» Could you speak a little louder? %5 & Ff A£G 2
 Can you speak more loudly ? ¥/} 88 P K pi b ?

BB SRR S e A iR EIE
A: Hello! May I speak to Mr. Smith, please? %547 | FARK st & B e AR Be L iE
B: Hold on a minute. I'll see if he's in... I'm sorry, but he's out right now.
HE—2)L, REBMRSE -, WAE, thIESE.
@ I'd like to speak to Mr. Li of the National Bank.
AR E FARIT R F Sl A .
© Would you put me through to the international operator, please?
EHREEEF KR RIERER.
» May I speak to Mr. Smith? 3R AJ PA[5] 52 % #r So A= 1% g 2

P 1#88 365 STAIRTE

(%% CD 1101)

F=Frank= E=3% R=Robert= 104}

F: 1'd like to speak to Robert.

R: Speaking.

F: Hello, Robert. This is Frank. I'm coming to Guangzhou on the 7th and I'd like to
call in to discuss the project plan.

R: All right. What time are you coming?

F: Well, my flight leaves at 9 a.m.,and I'll arrive at about 10 a.m. Shall we say 11
o'clock?

R: Can we make it 11:30? A customer will come to the office at 11.

F: Oh, yes. That's fine with me. Maybe we can have lunch together.

R: Great. And I'll see you on the 7th.
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-

F: & F1a4.

R: &3 2,

Foikdr, Flad. EATZA, KX 755 M, 2letsisk, Hi6—TA
BH%.

R: 48y, R4 4ABHMER ?

Frof, e EF O ERTE, AKX 10 545K, KMNYE1 EEL2H?

R:11.5302&2#, AAAANEF 1l EZ2EKINE,

Foof, TA, XKW st RS E, LARMNTRA—RAFE,

R: 4, ML TH5R,

[

onversation 2

(%% CD 1102)

J=Joan=1% |=lan=f#Z&

J: Good morning, Mr. Smith's office. Can I help you?

I: Good morning. This is Mr. Black's secretary calling from Global Trading
Company.

J: Global Trading Company? Ah, yes, we have received your reply to our invitation.
We look forward to meeting Mr. Black at the party this Saturday evening.

I Thank you. But I'm afraid Mr. Black will not be able to attend the party. He will
have to go on a business trip to Europe.

J: I'm sorry to hear that. We'll miss the pleasure of his company. Still, we'll expect
him to come next time.

I Thank you for your understanding. Goodbye.

J: Thank you for calling. Goodbye.

J FEFIREREEMAENHINE, ALZXTD?

I F B3 SRARKT HAa A XL AR,

Jo FRERF HAE M, T, RAMNCZKE T ARG ENEH @15, KM
BEEEARSORLS ERLIAELLLE,

|, ERAMAEALEREERT, i EEM b £,

Jo FBEANEEEABINKART ., AL, KMNSBAIRARK, [2HMNER
AT KRR R,

ISR, AL,

Joot gk, AR,




Building Relationship ESIEK‘ °

(%% CD 1103)

R=Robert= F184F F=Mrs. Frick= 382" %+
R: Good morning, Mrs. Frick. My name is Paul Robert from Softcom. I am the

Regional Manger for Europe.

n

- Good morning.

pe)

. Mrs. Frick, as you probably know, we are one of your suppliers of customized

software products.

-

- Yes, Mr. Robert. I believe we handle some of your products.
. Mrs. Frick, I shall be in Stuttgart on 18th and 19th September and would like to

py)

meet you to discuss your needs in further details.

-

. I'm very sorry, Mr. Robert. I shan't be available at all that week. But if you have
some new documentation about your products, I would very much like to see it.
R: OK, Mrs. Frick. I'll put some information into the post for you. By the way, could

you just spell the company name for me?
- Yes. It's K-L-O-T-T-M-A-N-N.
R: Fine. Well, perhaps we could meet when I'm in Stuttgart in the spring.

M

F: Yes, I hope so. Please contact me before your visit.
R: T will.

F: Goodbye.

R: Goodbye.

R: T4, HE L4+, HAKA Softcom A& MR T T4, RARMEK
HEREE,

FFRAFo

R:pEA&L, hdifsril, KA RFTAF] KM ZROBEHZ—,

Foaey, FaREE, BNEFHRMNG—EZ50,

R #pEH4+ HFETOAI8AMI A 19 BIER T A s, A sk flk L@,
ik —TF A8 e LR E K,

CARAEHR, FladkA. RAA-RAFEAANE, wRTAAINAXTERaH
X, RRBAA,

R0, L ikt, KblemEiizadrFLih, MERN—T, TAI645
FELHE?

F: 4743 , K-L-O-T-T-M-A-N-N,,

R 378y, M4, LFSANAEAREANE LA,

-
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FrR0, REF B, B Z a7 — & FFE R KF,
R K28,
Fr R/ R,

L R: 1,

,
(& CD 1104)

A Hello, you have reached the offices of Maddox and McKnight. Can I help you?

B: Yes, my name is Max Richards. May I please speak to George Nelson? I have
already called several times, it seems I always catch him out of the office.

A Oh, I'm sorry, Mr. Nelson is away at the moment. I'm sorry that you keep missing
him while he is out of the office. Would you like to leave a message?

£ I'm sorry, I didn't hear you clearly. Could you repeat that please?

>

Certainly. Mr. Nelson cannot take your call at the moment because he is away. He
stepped out of the office for the whole afternoon and is not expected back until
tomorrow morning. His schedule is very unpredictable at times, so the best way
to reach him is to make an appointment by email or text messaging.

- Can I leave a message for him please?

>

- Of course, can you leave your name and number? I am sure Mr. Nelson will

return your call as soon as possible.

E: My name is Max Richards. My phone number is 898-3423. Could you ask him
to call me back as soon as he gets back, please? I have a rather timely matter to
discuss with him.

A: Can you tell me what it's about? I can make a note of it, so Mr. Nelson is aware
and prepared when he returns your call.

B: Yes, please let him know I would like to discuss the Girard case with him.

AtrdF, REREBASHALRBEINAE, AHLETEAF L6 ?

B: 28y, KLt 2EdiE, FRKXTUAERE ARBEED?XTEITE
WILAGET , FREERITAEINE,

Ao, RiRE, ARBAELIRESLAET, RIEFTHEHK, REAEILAE,
X EAREMET . HRELEGA IS ?

B: st RAL, REATHRIRNIE, HEEL TG

A BERTA, ARBAAALEET, FibEAOLiE, LEATFERERL
AT, HHFARFREA R, foh BRTHA N R TRA, AFlBk
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RN RFAERLBEI LTSGR G 28957 XAY— T,

B: i, RELWLEAOED?

A BRTA, thtkte s FAob 558 TH? RKFTEARBLEL A TH
AR E b5,

B: #MLFAL LM BEE, ©FTHA 898-3423, kit —E RAL K
s, 3D AAEFRLEOFHR bt

A RRES IR RN 2 FD I KTRLEX—TF, BHARBALHSEL G
W B AT A,

B ¥Fth, &R B ot b A X BN E T,

— onversation 5

(&% CD 1105)
N=Nedra= {{&$; S=Sally= i W=Mr. White= R4F5%4
N: Hello, this is Nedra of Panasonic. May I speak to Mr. White, the sales manager of

your company?

S: Yes, just a second.

\W: Hello!

N: Hello, is that Mr. White?

W: Yes, this is White speaking.

N: This is Nedra. Mr. Kings' secretary. He would like to make an appointment with
you sometime tOmorrow.

W: OK. Could you come here in the morning?

N: All right. How about ten o'clock in the morning?

\W: That'll be fine with me.

N: Thank you. See you tomorrow.

\W: Thanks, bye.

N: h%F, RAM TR AZIE, FHRANGHE 2RI A L% 254555 2
S: 4184, HHF—T,

W: 4R%F !

N: %, RIREFELD?

W: Z &K,

N: BASLEHHE Niki, 2ALRARERRLGNNELE,

W: 76y, R LSk 2

L N: 47, L& 10 EdufT ?




